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“Info to Know” for Caseworkers 

There will be a 5 hour outage of the CONNECTIONS application tonight, Friday, January 20, 2012 from 10 pm through 3 am, Saturday morning, January 21.  The outage is to complete the migration and installation of a new application, the Fair Hearing Administrative Review Management (FHARM) system, which will be used by OCFS staff in the processing of material related to the Finch litigation.  However, its installation will require CONNECTIONS to be unavailable for the 5 hour window noted above.  

In addition, the CONNECTIONS/BICS/CCRS Nightly Interface run will be cancelled for tonight. The result of this is that any work entered today on CONNECTIONS (Foster Home entries and updates mostly) will not be sent to BICS and CCRS until Monday (01/23/12) night. 

We apologize for the short notice.


The CONNECTIONS build to improve the Permanency Hearing Report has been postponed from February 13 to mid March.  We will announce the exact date early next week, but wanted to alert staff to the change as soon as we were aware of it.  The change will allow for a more robust test and pilot process to ensure that the application changes are working as they should be before the application is released for operational implementation.  
For staff who have or wish to enroll in training who would like to move their class back to a time that is closer to the implementation date, there are already some classes available through the end of February, and more classes will be added over the next week to cover the period through the new implementation date and slightly beyond.  If you are already registered for an earlier class, please use the STARS system to change your enrollment date.    


The next phase of the CONNECTIONS Transformation—introduction of the new Permanency Hearing Report (PHR)—will be implemented in mid-March ( exact date to be announced shortly).  Lab training began the week of January 16.  The  PHR will be fully integrated into the CONNECTIONS system and contains a number of ease of use features that will result in a more useful and readable document.  We have begun to distribute more information about the build and the steps districts and agencies should be undertaking to prepare for implementation and will continue to do so in the coming weeks.  In addition, regional CONNECTIONS staff will be conducting meetings in which they will also provide more details.  All documents are being maintained on both the internet site:

(http://www.ocfs.state.ny.us/connect/CONNECTIONSTransformation.asp)
 and the intranet site:

 ( http://ocfs.state.nyenet/connect/CONNECTIONSTransformation.asp).  
We have also begun to add background information on the PHR which might be of interest to administrators and workers.

A training course is being offered, entitled: Understanding the New Permanency Hearing Reports within CONNECTIONS.   Districts and voluntary agencies will have the option of attending the course in a training lab or from their desktops as an iLinc class.  Both formats will be led by a live instructor.  The iLinc and lab based courses cover essentially the same content, although there will be more time for guided practice in the classroom format.  Staff should take either the classroom or iLinc version of the course, NOT both.  iLinc training begins the week of January 9 and lab training begins the week of January 16.   

Important Reminder for iLinc Trainees:  Please make sure that trainees enrolling in the iLinc class either take the preliminary class: Introduction to iLinc or follow the link to the class at least 15 minutes prior to the start time and go through the software, sound and voice checks.  These checks enable trainees to identify and resolve many technical issues with their microphones and headsets prior to the class and to ensure that they have the necessary software on their PC’s to fully participate in the class.  

Registration for both classes is now available in STARS at:
http://stars.bsc-cdhs.org
The course announcements have been posted on the internet and intranet.  
Internet:

http://www.ocfs.state.ny.us/connect/training/
Intranet:

http://ocfs.state.nyenet/connect/training/
Attached are three documents that provide further information. The first two documents are newly posted this week.
The first document, The PHR Submission Edits Tip Sheet  assists workers to know the fields in the PHR that will be populated when the PHR is launched even when the no pre-fill option has been selected and where the data populating these fields is pulled from.  Part of the importance of this information is that in order for the PHR to be marked as final, these fields must contain data.  With the exception of the Hearing Date, you may only enter/modify the data in these PHR fields on the original CONNECTIONS windows from which the data is pulled; you cannot modify it on the PHR windows.

[image: image1.emf]PHR Submission  Edits_tip sheet_final.pdf


The second document is a User Guide for Attorneys who will be reviewing the PHR within CONNECTIONS.   The updated PHR supports the “on-line” review of a draft PHR by supervisors, quality assurance staff and attorneys. This feature makes printing a draft PHR unnecessary and also helps to make certain that what is stored in CONNECTIONS matches what is provided to the court.  This user guide augments “elbow” training provided by OCFS regional staff to attorneys in local districts where attorneys review draft PHRs and will do so using the new on-line review process. If you have a question about the content of the training or of this guide, please send an email to: ocfs.sm.conn_app@ocfs.state.ny.us. 
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Several other documents have been included in the weekly bulletin in the past and are posted on the CONNECTIONS Internet and Intranet pages (see above in this section for links) in the PHR Section of each.

The third document is called Changes to the Permanency Hearing Report--Business Process Review Guide.  It will assist district and voluntary agency administrators in reviewing their business processes to accommodate changes to the Permanency Hearing Report (PHR).  The changes in the PHR that have the greatest potential impact on business process are: 

· As now, certain fields in the PHR will be populated with data from other parts of CONNECTIONS. The introduction of submission edits for the PHR means that these data must be entered into those parts of CONNECTIONS before the PHR may be marked as complete. 

· The new PHR windows support the on-line review of a draft PHR by supervisors and other persons in- or outside the district or agency. This feature makes printing a draft PHR unnecessary and also helps to make certain that what is stored in CONNECTIONS matches what is provided to the court. 

These two potential impact areas are discussed in more detail in the Guide which also has been posted on the CONNECTIONS Internet Site at: http://www.ocfs.state.ny.us/connect/CONNECTIONSTransformation.asp  and the CONNECTIONS Intranet Site at: http://ocfs.state.nyenet/connect/CONNECTIONSTransformation.asp.  In addition, you may find it helpful to review the Impact Analysis: Improvements to the Permanency Hearing Report that is posted on the CONNECTIONS website at the same locations.  

The fourth document is a Readiness Checklist, which provides a listing of key tasks districts and agencies should complete as they prepare for the build. 
The fifth document is an Impact Analysis which offers more detail about the new PHR’s features and possible impacts on local business processes for districts and voluntary agencies. 
A sixth document is called Hot Keys.  This tip sheet was updated in November and provides you with a list of Hot Keys that can be used in CONNECTIONS.  Hot Keys are keyboard shortcuts to specific tasks that help you perform a function more

quickly.  Page 2 of the Tip Sheet contains a listing of hot keys that can be used in conjuction with the Navigation Pane that is part of Windows in the Transformed parts of the CONNECTIONS application.

Change in Procedure for FAR Districts When work on a Stage is Complete
This only applies to those Local districts that have implemented FAR
When functionality for Family Assessment Response (FAR) was first implemented in CONNECTIONS a procedure was instituted where a FAR worker would transfer a FAR stage to a state staff workload when work on the stage was complete.  Beginning on 1/18/2012 the name of the state staff to whom the stage is transferred is changing and will now appear as ‘FAR Closed’.  No change in procedure is necessary.  If there are any questions please contact your Regional Office Implementation Specialist.

We are pleased to announce the new Foster Children Contact Summary report available to staff that have access to the OCFS Data Warehouse. This report provides the overall number of children in care for one or more full calendar months, the number of children contacted, and the number of children not contacted during the selected reporting period. The report is based on the Federal Fiscal Year (Oct 1 – Sept 30). CCRS is the starting point for the reports; only children that had an active placement in CCRS during the selected reporting period are included in the report.

The report contains links to detailed reports containing more information on these children: 

· The Foster Children In Care detail report contains a list of children in care in CCRS during the selected reporting period. There is a child detail line for each month the child was in foster care. 

· The Foster Children No Contacts detail report contains a list of children in care in CCRS during the selected reporting period that were missing a face-to-face Casework Contact in CONNECTIONS for at least one month. There is a child detail line for each month the child was missing a contact. 

Current OCFS Data Warehouse users can access the Foster Children Contact Summary report by following these steps:

1. Login to Cognos 8, and click on the OCFS Data Warehouse tab, if it is not already selected. 

For help accessing Cognos 8 or the OCFS Data Warehouse tab, view the Quick Reference Guide at http://ocfs.state.ny.us/connect/datawarehouse/dwstep.asp.

2. Click on Casework Contact Reports folder.

3. Click on the link for either the Voluntary Agencies folder or the Local Districts and Regional Offices folder. The folder(s) that you see will depend on your reporting permissions.

4. Click on the link for the Foster Children Contact Summary report.
5. Complete the report prompts to run the report.

Requests for access and other correspondence regarding the OCFS Data Warehouse should be directed to data.warehouse@ocfs.state.ny.us. 

This item is the fourth in a weekly series that we will be publishing in the CONNECTIONS Weekly Bulletin.  It’ll contain tips, hints, clues to make using CONNECTIONS easier and more efficient for you.  Line workers who use CONNECTIONS regularly would benefit from having access to these tips.
Save time using filters on an FSS Stage Events tab

There can be  many  events to scroll through in Stage Events, making locating the event you are looking for a challenge.  So why scroll?  Use your filter!

· If you selected an FSS stage from the Case Summary tab, the following filter commands can be helpful:

· If you want to see all the approved FASPS on the case, type “A” in the filter field under the column header Status; all approved FASPS will display.  Select a FASP and don’t forget the Detail link in the Navigation pane; the FASP will display.

· If you want to see the FSS (gray tabbed window) type FAM in the filter field under the column header Description and select Family Service Stage Opened; don’t forget the Detail link in the navigation pane.

All of our CONNECTIONS Clues are available on the Intranet site at:
http://ocfs.state.nyenet/connect/quicktip/
and on the Internet site at:

http://www.ocfs.state.ny.us/connect/quicktip/
General “Info to Know”         



  
 CONNECTIONS Weekly System Maintenance 

Due to regularly scheduled system maintenance, the CONNECTIONS application will not be available on…

· Friday, 1/20/12 from 5:00 AM-7:00 AM
· Wednesday, 1/25/12 from 5:00 AM – 7:00 AM 
· Friday, 1/27/12 from 5:00 AM – 7:00 AM 
There is a possibility of some intermittent lack of access to the CONNECTIONS application due to maintenance work between the hours of 4am-5am on Friday, January 27, 2012.  
[image: image4.emf]
Office of Children & Family Services

Gladys Carrión, Esq., Commissioner
CONNECTIONS Build to Improve the Permanency Hearing Report—See New Tip Sheets & iLinc Reminder Included Below—Build Implementation Date has been postponed.





CONNECTIONS CLUES— Save time using filters on an FSS Stage Events tab
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Postponement:  The CONNECTIONS Build to Improve the Permanency Hearing Report has been postponed.  Implementation Date is February 13.
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Fields on the PHR Title Page  Data Source 
Hearing Information 


 Hearing Date Certain 
 


 Time of Hearing (not system required to finalize 
PHR; but is required for Notices and Statements) 


 Hearing Date-CCRS  


 Verify System Response is Accurate checkbox 


 Populated with Hearing Date from CCRS; can be modified on the 
PHR Title Page  


 Enter time on Title Page  
 


 CCRS 


 Use to verify that CCRS date is accurate; otherwise modify the 
hearing date 


Court 


 Judge / Referee Name 


 Court Name 


 Court Address Line 1 


 Court Address Line 2 (optional) 


 Court City 


 Court State 


 Court Zip 


 Part  (optional) 


 
 
 


 Court Information  


Child 


 First and Last Name 


 Date of Birth  


 Child’s Age (as of Date Certain) 


 Sex 


 PID 


 Docket Number 


 Date of Initial Removal  


 Date of Current Placement (required if Program 
Choice is “Placement”)  


 Type of Placement (required if Program Choice = 
“Placement” ) 


 Associated Case Worker (optional) 


 Attorney for the Child (optional) 


 Child(ren) checked  on Child grid 


 Stage Composition 


 Calculated by system 


 Stage Composition 


 Stage Composition 


 Docket Information  


 Tracked Child Detail – Removal Information – Removal Date 


 Tracked Child Detail – Placement Information OR in-process 
FASP: Appropriateness of Placement – Location of Child tab 


 Tracked Child Detail – Placement Information OR in process 
FASP: Appropriateness of Placement – Location of Child tab 


 Tracked Child Detail 


 Docket Information  


Agency Representatives   
 Case Name 


 Case Manager 


 Case Planner (optional)  


 Agency with Planning Responsibility 


 Child Protective Worker/Monitor  (optional) 


 System populated 


 Docket Information, or from FSS 


 Docket Information, or from FSS 


 Docket Information, or from FSS 


 FSS 


PPHHRR  SSyysstteemm--PPooppuullaatteedd  FFiieellddss  


RReeqquuiirreedd  ffoorr  SSuubbmmiissssiioonn  
                                        JJaannuuaarryy    22001122  
 


Certain fields in the Permanency Hearing Report (PHR) are system populated when the PHR is launched – even 
when the no pre-fill option is selected. Most of these pre-populated fields appear on the Title Page, though some 
are in other PHR sections. In order to mark the PHR as final, these fields must contain data.  With the exception of 
the Hearing Date, you may only enter/modify the data in these PHR fields on the original CONNECTIONS windows 
from which the data is pulled; you cannot modify it on the PHR windows.  It is possible to make modifications 
after a PHR has been launched, but, changes will not be apparent until the PHR is closed and reopened.  The table 
below lists the PHR fields and the data source in CONNECTIONS from which the data is pulled. 







Attorneys 


 Attorney for DSS/ACS  


 Attorney for Parent or Person Legally Responsible 
– CWS only (optional) 


 Attorney for the Adoptive Parents – CCR only 
(optional) 


 Other Attorney (optional) 


 Court Information 


 Outside Participants   Docket Information 
 


 Adoption Checklist 
 


 Docket Information 


Parents/Persons Legally Responsible  Only applies if someone in the Family Relationship Matrix has a 
parent relationship to a child selected for the PHR.  


 Parent’s Name 


 Relationship (Family Relationship Matrix) 


 Respondent 


 Legally Responsible 


 Associated Children  


 Family Relationship Matrix 


 Family Relationship Matrix 


 Docket Information 


 Docket Information 


 Child(ren) checked on Child grid  


Additional Persons Optional for CWS / Not applicable for CCR stages. If the name of 
an Additional Person is present then all fields are required. 


 Additional Person’s Name  


 Relationship 


 Respondent 


 Legally Responsible 


 Associated Children 


 Docket Information 


 Docket Information 


 Docket Information 


 Docket Information 


 Child(ren) checked on Child grid 
 


Fields in Other PHR Sections Data Source 


SECTION  –  Permanency Planning Summary 


 Date PPG anticipated to be accomplished  Tracked Child Detail 


SECTION  – Record Efforts to Finalize Permanency For CCR Stage Types with a PPG of Placement for Adoption 


 County 


 Hearing Date, Hearing Time 


 Adoption Checklist 


 Adoption Checklist 


SECTION – Status of the Child – Health 


 Are immunizations current? 


 Date of last Physical/Medical Appointment; 
Dental, Mental Health 


 FSS – Health tab – Clinical Appointment tab 


 FSS – Health tab – Clinical Appointment tab 


SECTION – Status of the Child Education / Health Target child is less than 3 years old 


 Suspected of having a disability? 


 Referred for Early Intervention? 


 Referral Date 


 Eligible for Early Intervention? 


 Services Receiving? 


 
 


 FSS-Health tab – Early Intervention tab 
 
 


 


HINTS for Easier PHR Completion: 
 


 Review/verify the source data before launching a PHR.   You can use the table above as a pre-
launch checklist.  


 If multiple caseworkers contribute to the report, decide in advance who will review/verify 
the data in these fields. 


 Use the Check PHR Detail feature to identify missing data 


Questions?  E-mail your CONNECTIONS application questions to:  ocfs.sm.conn_app@ocfs.state.ny.us   



mailto:ocfs.sm.conn_app@ocfs.state.ny.us
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Changes to the Permanency Hearing Report 
User Guide for Attorneys 


 


Background: 


The NYS Office of Children and Family Services (OCFS) has made several improvements to the 
Permanency Hearing Report (PHR). The new PHR makes it easier for caseworkers to complete the 
report and easier for judges to read it. The updated PHR also supports the “on-line” review of a draft PHR 
by supervisors, quality assurance staff and attorneys. This feature makes printing a draft PHR 
unnecessary and also helps to make certain that what is stored in CONNECTIONS matches what is 
provided to the court. 
 
This user guide augments “elbow” training provided by OCFS regional staff to attorneys in local districts 
where attorneys review draft PHRs and will do so using the new on-line review process. If you have a 
question about the content of the training or of this guide, please send an email to: 
ocfs.sm.conn_app@ocfs.state.ny.us. 


Note: This guide contains several screenshots that contain data. This data is fictitious and is presented 
for demonstration purposes only.  


 
Security and Confidentiality 
 
CONNECTIONS Security Information is located at: http://ocfs.state.nyenet/connect/security/  
 
General Information Security and portable device security information is located at:  
http://ocfs.state.nyenet/it/security/ 
 
 
Logging onto CONNECTIONS 
 
This section assumes that you will access CONNECTIONS from a PC that is not


 


 joined to the Human 
Services Enterprise Network (HSEN); but from another local network such as a county network via a 
secure Internet connection.  


1. Enter https://connections.ocfs.ny.gov into the address bar of your Internet browser (try just Ctrl 
+ clicking the above link). You may wish to save this address to your desktop or to your Favorites.  


 
2. You will arrive at the following screen; enter your user name and password and click on the Log 


On button.  


 
 



mailto:ocfs.sm.conn_app@ocfs.state.ny.us�
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3. After logging in, you will arrive at the Citrix Applications Page. If you are using a PC that has 
never accessed CONNECTIONS, you will need to follow the instructions in Appendix A. 
 


4. On the Applications tab, double-click on the CONNECTIONS icon.  
 


 
 
 


5. Make note of the security message and click on the OK button  
 


 
 


6. Click on the CONNECTIONS application icon. The main CONNECTIONS window will open. 
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Personalizing Your Main CONNECTIONS Window 
 


7. On your first entry into CONNECTIONS, you will be presented with the following screen The 
WORKLOAD & TO DOs tab and the My Workload sub-tab will be active. 


 


 
 
 


8. Click the OK button on the message. In all likelihood, you will not be assigned cases or have a 
workload in CONNECTIONS. Rather, you will be assigned To-Dos requesting that you review a 
PHR. Therefore, it is recommended that you re-set your entry window so that the My To-Dos 
sub-tab (which lists to-dos assigned to you) will display upon log-in. To do so: 


a. Click on the Personalization
b. On the Personalization window, click on the Workload Settings tab and then click on the 


My To-Dos radio button in the Default Tab Setting field.  


 link in the upper right of the main window.  


c. Click on the Save & Close button. 
 


 
 


d. You will return to the main CONNECTIONS window with the My Workload tab 
displaying. The change you made will take effect on your next log-in and will remain in 
effect unless you change it. For now, click on the My To-Dos tab. 


 
Note: Next to the Personalization link is the Help/Training


 


 link. This link will bring you to various 
resources to assist you, including the How Do I instructions for the PHR. 


 


 


  







4 
CONNECTIONS – Changes to PHR  
User Guide for Attorneys  DRAFT 1-10-12 


Reviewing a PHR 


9. When a caseworker submits the PHR to you for review, you will receive a To-Do with the 
Description: PHR Ready for Review. On your To-Do list, click on the Navigate


 


 link in the row that 
contains the desired To-Do.  


10. You will be brought to the Title Page of the PHR associated with the selected To-Do. You will be 
able to view all the contents of the draft PHR, however, you will not be able to modify any data. 
You will communicate comments/edits via the use of Sticky Notes (see below).  


The Title Page contains basic data about the report. Use the scroll bar to the right to view the 
entire Title Page. Use the links in the left navigation pane to open the other sections of the report.  
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11. When you click on a section link (e.g., Reasonable Efforts to Finalize Permanency), you will be 
brought to the section window. All of the questions/responses for the section will populate your 
screen, although most will be hidden. Use the vertical scroll bar to the right of the window to view 
all window contents. The Collapse All


 


 link in the left navigation pane collapses all of the questions 
and you can open each one as you proceed with your review to minimize scrolling. Use the 
chevron to the left of a question title to open and close it. 


12. The responses to PHR questions display in a panel below the question. You may use the vertical 
scroll bar to the right of the panel to review the full response content or else click on the More


 


 link 
which opens the response in a full screen. Click the “X” button at the top right of the “more” 
window to return to the PHR section window. 


13. To write comments for any long narrative field, click on the link. A yellow Notes window 
will display. Type your comments on the Notes window and then click on the OK button. It is 
necessary for you to save the Notes you write for each PHR section. Click on the Save & Close 
or Save button at the bottom of the section window.  


The pushpin icon indicates that notes are present. This might reflect communication 
between caseworker and supervisor. You may add onto previous notes. 


Notes written by you and others will be deleted once the PHR is marked as final. They are not 
displayed, even if a draft report is printed. 
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14. When you have completed your review, return to the Title Page by clicking on the Save & Close 
button at the bottom of the section window.  
 


15. Click on one of the two Review Complete


  


 links in the left navigation pane (With or Without 
Comments).  This will automatically generate a To-Do to the caseworker who submitted the PHR 
for your review. Note: the To-Do requesting that you review the PHR is automatically deleted 
from your To-Do’s list. 


16. You will be returned to the main CONNECTIONS window (My To-Dos tab). If you wish to exit 
CONNECTIONS:  


a. Click on the Log Out
b. On the next screen, click on the Start button (not the bright green Start button at the very 


bottom left of your screen) to fully exit the CONNECTIONS. 


 link at the top right of the main CONNECTIONS window. 
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Appendix A 


After logging in: 


How to Install Citrix Files on your own computer 


1. Click on the Client Download Tab at top of page: 


 


 


2. Click the link at the top of the page: 


 


 


3. Choose the top link (Version 11.2) if you have Windows XP on your PC. 
 


4. If you have Window Vista or Windows 7, choose the 3rd link.  Both are clearly displayed on the 
page. 


 


5. For EVERY message box that pops up in the process, click all responses that are affirmative 
such as Run, Yes, Install, Download, Always, etc.   


 


6. After all the pop up boxes are done and the installation is complete, click on the BACK button, 
top left corner of your Internet Explorer window.  You should be back on the page with the 2 tabs 
for CITRIX with Applications & Client Download. 
 


7. Click on the Applications tab 
 


8. Return to page 2, step 4 of this user guide.  


  


 






